
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication' No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and HistoG, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 

I ,  Attention: Scheduling Section. I I 

U.I .S.  D i v i s i o n  - Employer Accounts Sec 
Appliation Number 

- = -  

S u i r v  i sor , E~mpl oyer Accounts 656- 306 1 ~- D. White Peggy .. -. .. . ~ ~_I 

Application Date 

2. PIrron to Contact 

3. Action Requested 
___1_1_~ 

1. 

b. 
tJ Estabtlsn Retention Schedule: retord will continua to accumulate. 
0 Dispose of prewnt accurnulationi no further acpmulation anticipated. 

Checkone: 0 C h a s  Supercede: 0 Void 
Series Title (followed by tide used in office; if differentl 

Latest 

1 

Regis ter  F i l e  (Transaction Regis ters)  
~~ 

6. Divisiqn and Office Function -What is the function of t m n  and the Office in which this record series is created? 
Determine. employer 1 i a b l e  for unemploymen?. taxes; c o l  lec'ts taxes and repor ts ;  pays un- 
employment b e n e f i t s  according t o  Employment Secur i t y  Law. 

Responsible fo r  sending ou t  unemployment t a x  repor ts ;  receives repor ts  and payments and 
processes same onto a computer record. 

I -L 

7. Reword Series Delcription 

Documentsrelatingto: 

This file contains the following documents (include form numbenand rirles, if any): 
Attach samples of the file. 

A record o f  how employer taxes and repor ts  were app l i ed  to  h i s  account. 
Shows d i s t r i b u t i o n  o f  monies t o  tax, i n t e r e s t ,  penal ty ,  cos t  by quar te r  
and batch. 

ESA 1521 Transact ion Register by batch. 
Included are: 

File is  arranged: Calendar year accumulation of r e g i s t e r s  by batch number. 

- __- _- . s _ _ _ p l _ ~  - 
Rate 

One to six months old 2ne/ma,-; Seven to twelve months old 2o/mo; Thirteen to twenty-four months old m t h  
twentv-five months and older 1Lma_th? 

Letter4ze drawers ----; Legalsite drawers ; Shelves One : Other (spmifyJ F-. 

How often are records referred to which are: 

c - --- _-_-L_ ~-~ 
9. Annuel R a h  of Accumulation of ReaDrdr _- 10000 Registers 

. ._ 
\ i  



t i~, ~ -2- -iJW series IM a~majoc Qnrtion. &if4 .rmlarlr mic&hmL 7 i: 
,.~l.._- I ~ a e s ~ r e c o r d s ~ r i ~ r ~ t u ( t i n g ~ 0 ~ ~ ~ ~ ~ ~  J t  i s  a 'co m pu te r  p r i n t o u t  farm 
11. Retention Rquinments 

I - i - i i L . ; y L L i c L b ~  . +~* , 

The following requires the series to be kept: 

-.--.-years. d. Audit period years. 
-_-:-~~. ~. ., =-years. e. Administrative 'need I- 4 years. 
L- ~ 1 - .-years. 3. Federal retention instructions ycrrs. 

. .  

4 
a. State Law 
b. Statute of limitation 
c. Federal law 

Attach copy or excert of' law or regulations;' Explain administrative need. Nee'ded"reference t o  the  record , for 

. .  , .  

. .  . .  . . 4 years t o  au 'd i t  an account i n t e r n a l l y . a n d  f o r  Federal 
.. - 

: . . .  . !  . :  . .  ans. Sta te  Audi tors .  , . . .  
~ . .  , I 

. .  ~ . .. 

. . ,  
. .  . .. . - 

. ., 

. .  

- ~~~ 

. I . , .  ; 
. ... - - 

.. . .  . .  
72 Approvtd Di$po$ition Instructions. , .This agency recommends that &e file series be cut off at the erid of each: -' 

, . .  . , . .  ~ 

. .  . .  . ,  

181 Calendar Year; 0 Fiscal Year; 0 Other ' ' ~ ' - I t h e n ,  

. .  , . . . .  
.. , . . .  

These instructions apply to a l l  prior and future accumulations of the series. 


